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The author recognizes three types of com
munication-written, oral and extra sensory
perception. While many have relied on the
third form, hoping the idea will get across, the
author advises the use of oral or written forms
if the communication is to be truly effective.
In order to have partners informed of all the
important happenings in an office, he suggests
a copy of all outgoing mail be placed in a
chronological reading file, to be circulated
among the partners.
The most important external communications
are those with clients. In order to avoid giving
out conflicting information, a definite policy
should be established so that all communica
tion with a particular client is cleared through
one (usually the partner assigned) or possibly
two persons in the office. Other external com
munication will concern prospective clients. In
such contacts care must be taken to observe
professional ethics.
To keep clients informed about the profes
sional activities of the members of the firm,
it has been found helpful to send bulletins to
clients reporting such activities, with possibly
a reprint of the news item or published article.
Similar bulletins may be used effectively to in
form clients of new developments in the area
of taxation, management services, and SEC
rulings. Clients appreciate the interest shown
in keeping them informed concerning matters
which affect their business operations; such
procedures serve to strengthen public relations.
From the Woman CPA June, 1943
WOMEN IN BUSINESS

Not many persons know that there were
women employed in federal service before the
adoption of the Constitution of the United
States. It is thought that the first two women
employees in the federal government were
Mrs. Elizabeth Cresswell, postmaster of
Charlestown, Md., under the Continental con
gress in 1786-7, and Miss Mary K. Goddard,
postmaster at Baltimore, who had been hold
ing that office for 14 years before the Con
stitution was signed.
Lower grade clerical positions in the fed
eral service were open to women about 1850,
but it was not until the classification act of
1923 that equal pay for equal work in gov
ernment jobs was established by law.
In 1854 the patent office had three women
clerks which were the forerunners of the pres
ent stenographic government jobs for women.

WOMEN IN THE FEDERAL SERVICE
MAKE SIGNIFICANT GAINS
IN THE PROFESSIONS
Professional women in the Federal service
scored significant gains during the last two
decades, reports a new study of the U. S. De
partment of Labor’s Women’s Bureau. The
report covering the twenty years between
1939-59 shows that women comprised 18 per
cent of all Government professional personnel
in 1959, as contrasted to 8 percent twenty
years earlier. They numbered 34,758 in 1959,
or about 5½ times more than in the late 1930’s.
The professional women, to be certain, are
far outnumbered by the women in clerical
jobs. The modern counterparts of Clara Bar
ton, first woman ever to be appointed to a full
clerkship, account for about 78 of every 100
women in white-collar occupations listed by
the U. S. Civil Service Commission. But the
professional women, whose occupations range
from accountant to zoologist, are making grad
ual inroads and attracting nationwide attention
because of their outstanding achievements.
The professional women—all Federal women,
in fact—are due for an even better break in
the period to come. In line with a Presidential
memorandum of last July, Federal appointing
officials—except in cases which can be justi
fied—are no longer permitted to label jobs for
“men only” or “women only.” The President’s
Commission on the Status of Women, due to
report next October, is looking into the whole
area of employment policies and practices of
the Federal Government. It is expected to
recommend constructive action where the need
is indicated. Assistant Secretary of Labor
Esther Peterson predicts that these two recent
developments undoubtedly will speed the ad
vances of women in the Federal service and
enable them further to contribute to the goals
of social and economic progress.
Increases among all women workers in the
Federal service are related largely to “Gov
ernment’s need for more employees to carry
cut the increased responsibilities of an expand
ing economy, as well as defense requirements.”
More than half of the 576,000 women workers
are employed by the military establishments,
and another fourth are distributed among three
agencies: the Veterans Administration, the
Post Office Department, and the Health, Edu
cation, and Welfare Department.
The report, “Women in the Federal Service,
1939-1959,” is available from the Superin
tendent of Documents, U. S. Government
Printing Office, at 15 cents per copy.
Labor DC (WB 63-245)

